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As Executives Become Increasingly Account- 
able, Software Will Proliferate—Managers can 
expect a wider choice of software of all types 
in 1980; by Ruth M. Davis; Department of 
Commerce, Washington, D. C., (Quote, Feb., 
p. 84). 

Avoiding Potential Problems with Manual 
Data Systems—Last of a three-part series on 
computer system management, “How Not to 
Get Caught in the Network”; by Salvatore C. 
Catania, manager in the management con- 
sulting services division of Coopers & Lybrand, 
Philadelphia (Aug., p. 58). 

Changes in the Budget Developing Process— 
DP managers must demonstrate that they will 
improve control over data center costs and 
efficiency; by Belden Menkus, contributing 
editor (EDPerspective, June, p. 102). 

Computer Software: Make or Buy?—A data 
processing authority explains the advantages 
of purchasing programs from an_ outside 
source; by Belden Menkus, contributing editor 
(April, p. 22). 

Deciding on a New Data Entry Device— 
What sorts of problems must a senior analyst 
consider; by Belden Menkus, contributing 
editor (EDPerspective, Dec., p. 88). 

Designing a New Data Processing Center— 
Consider traffic patterns and available power 
supplies; by Belden Menkus, contributing 
editor (EDPerspective, Sept., p. 106). 

DP Managers May Be Responsible for How 
They Use Data—Recent legal, social, and 
political trends suggest that DP managers 
will be held responsible for the way they use 
information; by Belden Menkus, contributing 
editor (EDPerspective, Nov. p. 110). 
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DP Response Requirements: Time Is Money 
—Part 2 of a three-part series on computer 
systems management “‘How Not to Get Caught- 
the Network’”’ features a step-by-step check- 
list of items to consider. when developing a 
schedule that your firm can afford; by Salva- 
tore C. Catania, manager in the management 
consulting services division of Coopers & Ly- 
brand, Philadelphia (July, p. 23). 

EDP Accessories for the Well-Equipped 
System—Media, paper, ribbons, and filing sys- 
tems are giving users cost-cutting options 
and increased efficiency; by Rick Minicucci, 
assistant editor (June, p. 59). 

Effective Privacy Protection Programs— 
Management must establish well-defined limits 
on the collection and retention of sensitive 
data; by Belden Menkus, contributing editor 
(EDPerspective, July, p. 78). 

How an On-line Computer Keeps Workers 
Informed—At Boise Cascade Corp., problems 
in personnel administration are solved by an 
Employee Information System; by Samuel 
Schiff, Boise Cascade Corp. (Dec., p. 22). 

How Not to Get Caught in the Network— 
Procedures for protecting on-line availability 
for DP users are explained in the first of 
three management features; by Salvatore C. 
Catania, manager in the management con- 
sulting services division of Coopers & Ly- 
brand, Philadelphia (June, p. 20). 

How Service Bureaus Serve—A look at these 
old stand-bys in an age of specialization; by 
Jerome L. Dreyer, executive vice president 
and secretary of The Association of DP Service 
Organizations, Montvale, N. J. (Oct., p. 65). 

Industrial Aid Is a New Concept in DP 
Center Disaster Survival— Participating organi- 
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port; by Belden Menkus, contributing editor 
(EDPerspective, June, p. 78). 

Message Management in a Complex Project 
—Organizing a system of records control with 
a computer (Oct., p. 24). 

Need to Simplify DP Management—Work 
summaries, off-the-cuff talks with vendors, 
and written job requests from users all help. 
(EDPerspective, March, p. 78). 

Six Painful Truths about Data Processing 
Success—Careful planning is essential; by 
Belden Menkus, contributing editor (EDPer- 
spective, p. 70). 

Small Shop DP Managers Should Form 
Users Groups to Help One Another with 
Operating Problems—Compensating for the 
lack of contacts available in data centers of 
large organizations; by Belden Menkus, con- 
tributing editor (EDPerspective Aug., p. 76). 

Systems That Talk to You-——Assorted appli- 
cations for computer terminals that speak; by 
David Kramarsky, associate editor (Aug., p. 
26). 

Turnkey Unlocks the DP Cost Barrier— 
Today more managers can enjoy a com- 
puter’s power without experiencing its intri- 
cacies ; customized software and service make 
it all possible; by Michel Feuche (April, 
p. 70). 

Where Small Computers Are Taking Man- 
agement—A view of the latest trends in the 
mighty little dynamos of data processing; by 
Belden Menkus, contributing editor (Tools of 
Administration, Oct., p. 52). 

What Does The Manager Who Isn’t a 
Specialist in DP Tools and Techniques Need 
to Know about Data Centers?—How to wade 
through the overabundance of available DP 
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education; by Belden Menkus, contributing 
editor (EDPerspective, May, p. 78). 


EDITORIAL 


A New Wardrobe with an Appropriately 
Bolder Look—Administrative Management’s 
new look bespeaks the bolder status of the 
administrative executives whose interests the 
magazine endeavors to serve (Editorial, Jan., 
p. 19). 

An Office Worker Is Brutally Attacked—How 
might it have been prevented? (Editorial, 
April, p. 19). 

Bicentennial Reflections—What if Benjamin 
Franklin came back for a look around? (Edi- 
torial, July, p. 19). 

Break Up AT&T—Whatever happens, man- 
agers already benefit from the interconnect 
competition (Editorial, March, p. 19). 

Executives See a Changed Corporation by 
the Year 2000—It will be one where managers 
accept greater social responsibility for their 
actions (Editorial, April, p. 19). 

Free Enterprise: Hold on There You Ex- 
tremist You—Judge Kraushaar said Western 
Electric, AT&T’s manufacturing subsidiary, 
ought not to be split off from its parent 
(Editorial, Sept., p. 21). 

Managers Lose Options—Managers lose if 
Congress passes the ‘Bell Bills’ (Editorial, 
Oct., p. 21). 

Middle Management Courage—Or how to 
bear up when they twist your arm (Edi- 
torial, Jan., p. 19). 

One Week on the Job—The new AMS di- 
rector tackles a major problem (Editorial, 
Jan., p. 19). 

Redefining Progress—Major goals for man- 
agers in the years ahead (Editorial, July, 
p. 19). 

Telecommunications Control Battle—Two 
Senate and 93 House bills of the Communi- 
cations Reform Act could establish AT&T as 
the country’s sole domestic carrier (Editorial, 
Aug., p. 23). 

The Bridge, the Truck, and the Derrick— 
a management fable (Editorial, Nov., p. 19). 

The Office of the Future—Managers, not 
manufacturers, will bring it about (Editorial, 
Sept., p. 21). 

The Open Office—It comes to terms with 
privacy (Editorial, Feb., p. 19). 

The Paperwork Balloon—The Federal gov- 
ernment red the b of forms it 
uses, yet the time people spend filling them 
out has hardly declined at all (Editorial, 
Oct., p. 21). 

The Privacy Issue—Big Brother or big 
bother? (Editorial, Aug., p. 23). 

The Technology Begins to Pay Off from a 
People Point of View—-When properly con- 
ceived and humanly directed, technology can 
make life, and worklife, much easier for us all 
(Editorial, June, p. 19). 

The Work Ethic Isn’t Dead—Proper doses 
of fairness, compensation, and recognition can 
do wonders in restoring it to full vigor (Edi- 
torial, May, p. 19). 

They Want Respect—But not necessarily a 
worry-free job; Editorial (Dec., p. 19). 

Union Activity—It is not widespread in the 
American office (Editorial, June, p. 19). 

When Computers Are Everywhere—How can 
you manage them? (Editorial, Nov., p. 21). 

Will the Pinstripe Suit Go the Way of the 
Celluloid Collar?—The traditional business 
suit is an endangered species in the North 
American office (Editorial, May, p. 19). 

Zero-base Regulation—Another thing gov- 
ernment might try; Editorial (Dec., p. 19). 


FINANCIAL MANAGEMENT 


Depreciating Office Equipment: Is Your 
Method Best?—Guidelines for choosing the 
most profitable course of action; by John 
Welsh and Terry White, The Caruth Insti- 
tute, Dallas (Feb., p. 26). 


ERISA: Administrative Nightmare—Pen- 
sion managers are being forced to comply with 
a law whose provisions on employee benefits 
they can only imagine; by Bea Scala, manag- 
ing editor, (June, p. 24). 

Facing Today’s Compensation Uncertainties 
—How can managers keep salaries, bonuses, 
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and benefits in step with inflation, recession, 
and the other effects of these unpredictable 
times? Here, an expert planner suggests some 
novel ways to pay—and to cope; by John W. 
Annas, principal consultant, Ebasco Services, 
Inc., Chicago (May, p. 20). 

Management's View of ESOPs—Providing 
employees with a “piece of the company,” ca 
improve productivity and create attractive tax 
incentives; by Neil A. Wassner, partner, 
Main La Frentz and Co. CPA firm (Dec., p. 
20). 

Pluses and Minuses of Zero-base Budgeting 
—A leok at the latest management technique 
buzzword; by James F. McGinnis, manager, 
Estates and Trusts department, Main Lafrentz 
& Co., New York; (Sept., p. 22). 

Where EFT Stands Teday—Electronic funds 
transfer may soon herald the “less check” age 
for all business; by J. Rex Duwe, president, 
Farmers State Bank, Lueas, Kans. (April, 
p. 58). 


MANAGEMENT OVERVIEW 


Can a Good Manager Manage Anything ?— 
Is past performance a good criterion on which 
to judge?; by Vincent Vinci, director of pub- 
lie relations, Lockheed Electronics,  Inc., 
Plainfield, N. J. (Sept., p. 65). 

Corporate Morality—The responsibility must 
be shared; by Dr. Jesse Werner, chairman, 
GAF Corp., New York (Quote, April, p. 92). 

Data Systems: Generation IV—-What com- 
puters will look like, what they will do 
(Trends Forecast, Jan., p. 31). 

Human Resources Matrixing Builds Motiva- 
tion through Control—A case study at Manu- 
facturer’s Hanover Trust (Trends Forecast, 
Jan., p. 22). 

Improving Your MIS—How to use and 
assess a management information system; by 
W. H. Weiss, manager of engineering and 
maintenance, Goodyear Tire and Rubber, 
Akron, Ohio (Sept., p. 56). 

Manager’s Salaries Have Not Kept Pace 
with the Economy—A/M’s biennial study 
shows that salaries made a small climb while 
fringe benefits took a nose-dive; by Bea Scala, 
managing editor (Nov., p. 22). 

Minding the Whole Store—Office services at 
Celanese Corp.’s Charlotte, N.C. facilities are 

a challenging job (Dec., p. 58). 

My Management Crede—A/M asked the 1976 
Presidential candidates: If elected what man- 
agement style would you bring to the Office 
of the Chief Executive? (Pro & Con, Oct., 
p. 116). 

New Ways to Communicate—Teleconferenc- 
ing, Sampledot, and Confravision are among 
the techniques for faster, cheaper contact 
(Trends Forecast, Jan., p. 27). 

Performance and Profit—They should be 
the key goals of job training; by Dr. Thomas 
F. Gotbert, vice president, Praxis Corp., 
Morristown, N. J. (Quote, March, p. 84). 

Privacy—Privacy safeguards aid data ac- 
curacy and help to streamline files; by Robert 
Smith, editor, The Privacy Journal, Washing- 
ton, D.C., (Pre and Con, July, p. 84). 

Privacy—Data transfers are not immoral, 
they are necessary to modern life; by Ernest 
Von Simson, management consultant, McCaf- 
frey, Seligman & Van Simson, Inc., New 
York (Pro and Con, July, p. 84). 

Rule by Committee Is No Substitute for 
a Good Leader—Leadership by group decision 
is a managerial myth; by M. Justin Davidson, 
Dean of the Graduate School of Business and 
Public Administration, Cornell University, 
Ithaca, N.Y. (Quote, March, p. 84). 

The M M of Lao Tzu—An 
ancient Chinese philosophy applied to modern 
business; by Michael S. D. Sun, chairman, 
General Business Management and Personnel 
Management Groups, New Asia College, Hong 
Kong (July, p. 27). 

The New Emerging Supermanagers—They 
will conceive of, design, and implement power- 
ful new interactive systems now becoming 
feasible for the office (Trends Forecast, Jan., 
p. 20). 

There Was a Goed Reason Behind a Cen- 
tury of Success—Can the tel 
industry look to the principles of enterprise, 
accountability, and universality for guidance? ; 
by John D. deButts, chairman, AT&T (Quote, 
April, p. 92). 


Training Programs Should Recognize Man- 
agement Systems—It is important that train- 
ing program operators recognize that they 
must train managers in their management 
system, not in some hypothetical, ideal, im- 
practical ma t process; by Dale M. 
Johnson, vice president, Louis A. Allen As- 
sociates, Palo Alto, Calif. (Quote, June, p. 
108). 

What to Do When a Vendor Says ‘We'll 
Conduct a Study—Free’—This marketing de- 
vice can provide real help, but some manu- 
facturers’ research is more comprehensive than 
others; by David Kramarsky, associate editor 
(May, p. 24). 


OFFICE ENVIRONMENT 


A New Approach to Controlling Lighting 
Systems—A method by which to pattern over- 
head illumination in an office is a necessity in 
these days of electricity cost-consciousness. 
The one described here-has a microprocessor 
at its core; by T. K. McGowan and G. E. 
Feiker, lighting specialists, General Electric 
Co. (Special Section: Office Lighting and 
Energy Conservation, Oct., p. 29). 

Furniture: The New Light Source—Inte- 
grating lighting with office furniture is a 
relatively new idea that appeals to work sta- 
tion designers for its energy-saving qualities 
and the attractiveness it lends to the work- 
space; by Bea Scala, managing editor, (Spe- 
cial Section: Office Lighting and Energy Con- 
servation, Oct., p. 33). 

Group Relamping—Light bulbs and the fix- 
tures in which they are housed should be 
cleaned and maintained on a regular basis in 
order to get the most out of the cost of gen- 
erating light, as well as the investment in 
lighting design; by Bea Scala, managing 
editor, (Special Section: Office Lighting and 
Energy Conservation, Oct., p. 31). 

Indirect Ceiling Light Cuts Wattage 50 Per- 
cent At Atlantic Richfield—(Office of the 
Year, Feb., p. 21). 

Lighting the Way to More Efficient Heat 
—In the same way as an air conditioning 
system is used to circulate cool air, an elec- 
trical space conditioning system circulates 
warm air; by David Kramarsky, associate 
editor (Special Section: Office Lighting and 
Energy Conservation, Oct., p. 43). 

Light It Right But Save the Power—With 
the pressure on to consume less energy, man- 
agers are wondering how they can light the 
workspace adequately; by Bea Scala, manag- 
ing editor (Special Section: Office Lighting 
and Energy Conservation, Oct., p. 27). 

Nabisco’s Office Escapes the ‘Tight Fit’— 
Cramped space, frenzied atmosphere, and es- 
ealating costs were all factors that provoked 
the famous food company’s move out of Man- 
hattan (Office of the Year, June, p. 68). 

Offices That React to Management Change 
—Dow Corning develops software to match 
organizational hardware and builds a head- 
quarters adaptable to the 1990s. (Office of the 
Year, March, p. 25). 

Partition Systems: Management’s ‘Flexible 
Fences’—Landscape screens for open offices 
allow close employee communication without 
sacrificing privacy, aesthetic appeal, or space; 
by David Kramarsky, associate editor (Teols 
of Administration, June, p. 28). 

Safety and Service Accent New High Rise 
—Security Pacific National Bank’s new Los 
Angeles headquarters hasi the need to 
survive earthquakes and business lunches 
(Office of the Year, Feb., p. 56). 

Study in Efficiency: Southwest Regional 
IRS—The open plan gets it all together for 
both management and staff at the Dallas of- 
fice; by Bea Scala, managing editor (Office 
of the Year, May, p. 48). 

The Human Comfort Way to Greater Pre- 
ductivity—At Gilman Paper Co., a family 
business for 91 years, environment and office 
staff make a bright and cheery match (Office 
of the Year, April, p. 38). 

They Rehabilitated an Old Department 
Store—The Santa Clara Office of Education 
maintains colorful, low-budget offices (Office 
of the Year, March, p. 23). 

Workstations: Basic to Lavish—Careful in- 
vestigation aids decision-making; by David 
Kramarsky, associate editor (Dec., p. 24). 
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OFFICE EQUIPMENT 


All Those Different Data Terminals—Man- 
agers can choose from nearly 100 types of 
input/output units to meet as many different 
informational needs; by Jon R. David, presi- 
dent, Systems RDI, Fort Lee, N.J. (May, 
p. 51). 

Calculators: They Print, They’re Program- 
mable—Programmables are the rising stars in 
the line-up this year, although sales volumes 
of hand-helds remains strong; by Rick Mini- 
cucci; assistant editor (Tools of Administra- 
tion, July, p. 28). 

Copier Accessories: What You Get Out Is 
What You Put In—Users turn to their fav- 
orite brand of toner, papers, and control de- 
vices as quality improves, cost decline, and 
distribution widens; by Rick Minicucci, assist- 
ant editor (March, p. 56). 

Copiers: The Indispensable Machines—Trends 
in copier use are changing to small satellite 
functions and large-volume duplication opera- 
tions ; by Richard E. Hanson, Richard E. Han- 
son & Associates; (Dec., p. 34). 

Dictation Systems and the ‘People Factor’ 
—Product innovations and a more incisive 
thinking through of the real ways that 
people do (or don’t) dictate are allaying user 
fears; by Rick Minicucci, assistant editor 
(Tools of Administration, May, p. 32). 

Housings for Printouts and EDP Media— 
Special binders, notebooks, storage racks, and 
cabinets help turn data processing input and 
output areas into organized workspaces; by 
Debra Gottheimer, assistant editor (Nov., p. 
54). 

Muffling the Sounds of Business—Putting 
the lid on office noise with acoustical en- 
closures designed to quiet the sounds of bus- 
iness machines; by Debra Gottheimer, assis- 
tant editor (October, p. 57). 

Portable Dictation Breaks New Ground—A 
rundown on all those hot new hand-held units 
(July, p. 40). 

Publisher Eases Paperwork Operations—The 
benefits of a new multipart form; by Lee 
Batchelder, vice president, Intercollegiate 
Press, Inc., Shawnee Mission, Kans. (Nov., p. 
28). 

Surveillance Syst M t’s Elec- 
tronic nse ON circuit television can 
be extra eyes to help aministrators control 
theft, arson, or accidental damage (Tools of 
Administration, March, p. 41). 

The Hanover Experience—A review of the 
world’s biggest office equipment fair; by 
Walter A. Kleinschrod, editor, (July, p. 24). 

Understanding Office Acoustics—An expert 
discusses the theory behind managing sound; 
by G. Robert Spalding, senior research scien- 
tist, Armstrong Cork Co., Lancaster, Pa. 
(July, p. 21). 

What You'll See at NMA—A preview of 
products to be introduced at the big micro- 
film exhibit in Chicago (April, p. 27). 


PERSONNEL 


Avoid the Pitfall of Bias in Rating Em- 
ployee Performance—The most common pit- 
falls occur in the evaluation process; by 
Michael I. Bernstein, partner, Aranow, Brod- 
sky, Bohlinger, Benetar, & Einhorn, New 
York (Quote, June, p. 108). 

How Management Taps Its Employee Brain- 
trust—An incentive plan at Blue Cross/Blue 
Shield of North Carolina that improved pro- 
ductivity ; by Rita Berman (Oct., p. 22). 

Management Should Consider the Import- 
ance of Performance Potential—by Charles A. 
Dailey, Biodata, Inc., Sudbury, Mass. (Feb., 
p. 84). 

Managers Need to Encourage Initiative Up 
and Down the Line—And they must exercise 
a little initiative themselves to do it; by 
Francis W. Dinsmore, personnel consultant, 
Philadelphia (Quote, Feb., p. 84). 

Mutual Trust Is the Key to Open Commani- 
cations—People-vriented formal controls may 
be the answer; by Will Lorey, human re- 
sources consultant (Sept., p. 70). 

New Mobility Networks Are Needed for 

t in Business—A discussion of equal 
employment opportunity; by Elizabeth Dun- 
can Koontz, U.S. Department of State (Quote, 
Jan., p. 76). 

Personnel Problem Clinic—Monthly Q/A 
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column by Paul A. King. Topics include: 
first aid courses for employees; illegal aliens 
on the payroll; profit-sharing incentive plans 
(July, p. 80). 

. . . plaintiffs in EEO actions : court deci- 
sion on g their salaries ; 
government contracts and affirmative action 
plans (Sept., p. 110). 

. . compensation for race and sex discrim- 
ination; pension plans; polygraph tests for 
employees (Aug., p. 80). 

. - EEOC regulations; tax deductions of 
small companies for health plans (Oct., p. 
112). 

- . . Can married couples work in the same 
department?; on-the-job training procedures 
(April, p. 86). 

. . accommodating employees’ religious be- 
liefs ; alcoholic rehabilitation programs (May, 
p. 80). 

... Management by objective vs. employee 
appraisal terms; sex and racial discrimina- 
tion in hiring practices (Jan., p. 68). 

-.. age discrimination in hiring; company 
control of moonlighting practices (Feb., p. 
74). 

‘. .. what you must do before firing an em- 
ployee who breaks a company rule; employ- 
ment of returning veterans; promotions 
within the company (March, p. 76). 

. workman’s compensation for the college 
student; who pays the lawyer’s fees in a 
discrimination action?; absenteeism (June, p. 
104). 

. Treasury Department is accused of not 
leaning hard enough or panks with discrimi- 
natory hiring policies; Sunday work laws 
(Nov., p. 114). 

. . Federal Wage-Hour Administration issues 
new guidelines on overtime pay; political con- 
tributions ; pregnancy and motherhood; reverse 
discrimination (Dec., p. 92). 

Preplacement Medical Exams— Examinations 
help protect employees and companies from 
illness; by John McCann, M.D., chairman, 
Life Extension Institute, New York (Pro and 
Con, Sept., p. 112). 

Preplacement Medical Exams—Medicai stand- 
ards must relate to employees’ specific job 
requirements; by Werner Kramarsky, com- 
missioner, N. Y. State Division of Human 
Rights (Pro and Con, Sept., p. 112). 

Taking the Trauma Out of Saying ‘You’re 
Through’—It is never easy to fire an em- 
ployee, but many companies are using out- 
placement services to ease the way; by 
Thomas B. Hubbard, chairman of THinc., 
New York (April, p. 20). 

Too Many Hours—What would happen if 
you asked your boss for a reduction in pay 
and extra free time?; by Dr. J.F. Foegen, 
Professor of Business, Winona State College, 
Winona, Minn. (April, p. 42). 


SELF MANAGEMENT 


Affirmative Action Policies Should Extend 
to All Communications—This necessitates the 
formulation of a clear corporate policy on this 
issue; by Arnold R. Deutsch, partner, Deutsch, 
Shea, and Evans, Inc., Human Resources Con- 
sultants, New York (Quote, May, p. 84). 

Developing a Reservoir of In-house Talent— 
A one-man training effort worked for the 
Peavey Co. of Minneapolis (Aug., p. 39). 

Management Learns to Assert Itself—In a 
new form of communication and self-improve- 
ment training through which executives are 
being encouraged to speak up for themselves; 
by David Kramarsky, associate editor (March, 
p. 20). 

Management Training: An ‘Extension Course’ 
Catalog—aA list of back-to-school] courses and 
in-house aids; by Bea Scala, managing editor 
(Aug., p. 39). 

Self-Esteem: The Key to Effective Leader- 
ship—Some thoughts on how one’s own image 
affects others; by Norman Hill, instructor, 
Department of Organizational Behavior, 
Brigham Young University, Provo, Utah 
(Aug., p. 25). 


SYSTEMS IMPROVEMENT 


A Caution for Potential Systems Microfilm 
Users—Weigh its drawbacks against expected 
cost savings; by Joe Kish, contributing editor 
(Micrographics, Nov., p. 112). 


Adapting a Microfilm System—One manager 
found that he could enhace the advantages of 
the hardware by expanding on the manu- 
facturer’s features, thereby improving the 
retrieval efficiency of coded micro-records 
(Nov., p. 79). 

A Form of Savings—Self-mailing, custom- 
designed invoice brings down the cost of labor 
and supplies while speeding up cash receipts ; 
by Vince Heiker, director of management in- 
formation systems, Permaneer Corp., St. Louis 
(Nov., p. 26). 

A New Systems View of the Mailroom— 
Postage and personnel cost increases account 
for only part of the mailroom’s rise in im- 
portance. Management must be able to rely 
on the efficiency of this vital facility; by 
David Kramarsky, associate editor (Tools of 
Administration, Aug., p. 32). 

C & P: Where Savings Are a Way of 
Management—Cash flow is crucial at the 
Chesapeake and Potomac Telephone Co. of 
Maryland and management has learned how 
to keep customer billing on schedule (Nov., p. 
46). 

Converting Paper Records to Microfilm— 
Consider the cost/benefit ratio and legal and 
environmental requirements before making 
the switch; by Joe Kish, contributing editor 
(Micrographics, May, p. 76). 

Cramped Quarters Yield Space for the Year 
2000—Mobile filing system nearly doubles ca- 
pacity in the State of Alabama’s vital records 
department, providing room for 25 years’ more 
accumulation (April, p. 49). 

Decentralization of Micrographic Storage— 
A plan to repair or refurbish damaged micro- 
film; by Joe Kish, contributing editor (Micro- 
graphics, July, p. 76). 

Electronic Funds Transfer—Corporations 
could gain greater control over cash flow; by 
Bruce Eagleson, vice president, Chemical Bank, 
New York (Pro and Con, Nov., p. 110). 

Electronic Funds Transfer—Not all banks 
ean afford to run their own EFT systems; by 
Stephen Low, financial consultant, Arthur D. 
Little Inc., Cambridge, Mass. (Pro and Con, 
Nov. p. 118). 

Energy Conservation Need Not Be a Matter 
of Diminishing Returns—In the next decade 
gains should be made in long-term conserva- 
tion programs; by Bruce C. Netschert, Vice- 
president, National Economic Research As- 
sociates, Washington, D.C. (Quote, Jan. p. 
76). 

Facsimile Begins to Exploit Its Potential— 
Wider use is spurred by a shift to greater 
compatibility and improved communications 
technology; by Rick Minicucci; assistant 
editor (Jan. p. 45). 

How I Improved My Dictation—With the 
help of guidelines suggested by my staff; by 
Margaret Ammais, principal, Webster Junior 
High School, West Los Angeles (Feb. p. 59). 

How Optical Scanning Simplifies Data Entry 
—How three organizations use OCR; by David 
Kramarsky, associate editor (July, p. 46). 

Is Detailed Inspection of Microfilm Neces- 
sary ?—Usually not; by Joe Kish, contributing 
editor (Micrographics, March, p. 80). 

Life Insurance Company Becomes Its Own 
Typesetter—Manhattan Life Insurance uses 
one machine to produce 97 percent | of its 
printed material (Feb., p. 50). 

Maintaining File Integrity with Systems 
Microfilm—Solving accessibility and distribu- 
tion problems; by Joe Kish, contributing 
editor (Micrographics, Sept., p. 104). 

Management Must Keep Forms Under Con- 
trol—Forms should be a catalyst for action 
and record of activity within the company; by 
William V. Nygren, administrative manager, 
3M Co., St. Paul, Minn. (Quote, Jan. p. 76). 

Microfilm and the Electronic Age—Source 
documents systems and COM face increasing 
competition from the hardware and media of 
data processing. Which way is best?; by 
Joe Kish, contributing editor (Tools of Ad- 
ministration, April, p. 24). 

Microfilm Isn’t Dead—For privacy it has 
intrinsic advantages; by D.W. McArthur, vice 
president, Microfilm Products Division, 3M 
Co., St. Paul, Minn. (Quote, June, p. 108). 

Paperwork Control Is Still Going in Varied 
Directions—An efficient system requires knowl- 
edgeable management; by Frank M. Knox, 
consultant, Courier-Citizen Co., Lowell, Mass. 
(Quote, April, p. 92). 

Phones Now Get Them Where They Used 
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to Drive—A new Bell System technique en- 
ables a local government agency to make 
more efficient use of its time and personnel 
through more effective telephone planning 
(May, p. 23). 

Phototypesetters for the Office: Their Selec- 
tion and Use—lIn-House capabilities make it 
feasible to ask: ‘Why send it out?’; by Wil- 
liam Lippold, principal, Marand Associates, 
Havard, Mass. (Tools of Administration, Feb., 
p. 38). 

Postal Reform—It may require the end of 
traditional methods; by Benjamin Franklin 
Bailar, Postmaster General, U.S. Postal Serv- 
ice, Washington, D.C. (Quote, May, p. 84). 

Recordkeeping Is Paramount to Training 
Programs—It must be on management’s prior- 
ity list; by Will Lorey, manager, Group Hos- 
pitalization, Inc.; Blue Cross/Blue Shield, 
Washington, D.C. (Quote, May, p. 84). 

Supplies for Filing Systems—The “soft” 
components of a file can put it all together; 
by Bea Scala, managing editor (Sept. p. 41). 

The Fine Science of Filing Systems—Choos- 
ing any records management system calls for 
careful consideration of the options; by David 
Kramarsky, associate editor (Tools of Ad- 
ministration, Jan., p. 37). 

The Thing Bringers—Robot mail carts are 
making first moves in and around several 
office facilities ; by David Kramarsky, associate 
editor (Feb., p. 34). 

The Quicker Answer via COM—Computer 
output microfilm is the solution to monumen- 
tal recordkeeping problems in the Illinois De- 
partment of Revenue; by J. Kent Patrick, 
senior data processing executive, State of Illi- 
nois Department of Revenue (June, p. 40). 

When Does It Pay to Process Your Own 
Microfilm?—There are several considerations 
included in decidi to buy a _ microfilm 
processor; by Joe Kish, contributing editor 
(Micrographics, Jan. p. 72). 


TELECOMMUNICATIONS 


Another Law for Your Protection—AT&T 
is lobbying vigorously for a Communications 
Reform Act; by Frank K. Griesinger, con- 
tributing editor (Sept., p. 24). 

Communications Reform Act—Current pol- 
icies on competition give lower quality at 
higher prices; by E. William Henry, Counsel, 
Independent Data Communications Manufac- 
turers Association, (Pro and Con, Aug., p. 
84). 

Communications Reform Act—New legisla- 
tion may be dangerous; it seeks to expand 
monopoly control; by Herbert E. Marks, at- 
torney, Williamson, Cragun & Bunker, Wash- 
ington, D. C. (Pro and Con, Aug., p. 84). 

How to Determine If You Can Use WATS 
—Designing your own telephone service con- 


REPRINTS AVAILABLE 


Articles from back issues of A/M 
can be ordered in reprint or pho- 
tocopy form, depending on avail- 
ability. 


Articles appearing on one or 
two printed pages—$1.50. Ar- 
ticles appearing on three or four 
printed pages—$2. To order or 
to obtain further information, 
such as quantity prices, contact 
Jane Tiernan, Reprint Depart- 
ment, Administrative Manage- 
ment, 51 Madison Ave., New 
York 10010, or call (212) 689- 
4411. 


To order subscriptions, fill in 
the subscription card, p. 83. 


figuration; by Frank K. Griesinger, contribut- 
ing editor (Aug., p. 29). 

Making It Safely Through an Interconnect 
Conversion—What to look into and what to 
spell out when considering a private tele- 
phone vendor’s equipment; by Frank K. 
Griesinger, contributing editor (March, p. 28). 

New PABX Systems: A Long Line of Use- 
ful Features—An organization’s telephone 
switching system is its nerve center. Maxi- 
mizing its potential should be a high admin- 
istrative priority; by Frank K. Griesinger, 
contributing editor (Tools of Administration, 
Nov., p. 31). 

Operating Handling: Cutting the Cost of 
the Ripoff—Surcharges for operator-assisted 
calls are more excessive than reasonable, but 
managers have a recourse through cost-cutting 
techniques ; by Frank K. Griesinger, contribut- 
ing editor (June, p. 26). 

WATS: How Much of a Bargain—Every- 
thing you need to know about discount phone 
service; by Frank K. Griesinger, contributing 
editor (July, p. 52). 


WORD PROCESSING 


Computerized WP: The Viable Alternatives 
—Its text editing potential is realized at last; 
by Bradley R. Strahan, Office of the Adjutant 
General, U.S. Army, Washington, D. C. (July, 
p. 38). 

Conversion to WP Requires Care and En- 
thusiasm—lIts success hangs in the balance; 
by Charles Cumpston, contributing editor 
(Word Processing, Feb., p. 80). 

Consultants and Vendors Can Conduct a 
WP/AS Implementation Survey—But if your 
organization has the capability, your best op- 
tion is to do it in-house; by Charles Cump- 
ston, contributing editor (Word Processing, 
June, p. 100). 

DEC and A. B. Dick Enter the WP Mar- 
ketplace—Each introduces a stand-alone text 
editor; one has a CRT and DP capabilities ; 
by Charles Cumpston, contributing editor 
(Word Processing, April, p. 88). 

Executives Who ‘Sabatoge’ WP Systems— 
They often have a legitimate complaint: by 
Charles Cumpston, contributing editor (Word 
Processing, Oct., p. 110). 

The Big New Features of Text Editing 
Systems—A look at the latest trends and 
equipment affecting the output WP market; 
by Amy Wohl, WP editor, Datapro Reports on 
Office Systems, Delran, N. J. (Tools of Ad- 
ministration, Sept., p. 26). 

Training Word Originators—It’s as impor- 
tant as training operators; by Charles Cump- 
ston, contributing editor (Word Processing, 
Dec., p. 90). 

What’s That WP Workstation Really Doing? 
—A word processing authority talks about 
work measurement—how it’s being applied, 
how you can benefit from it; by Charles E. 
Shantz, president, Word Processing Innova- 
tions, Inc., Milwaukee (March, p. 51). 

Word Processing—A way of solving people’s 
problems; by S. J. Kalow, manager, WP 
Systems Support Center, IBM Office Products 
Div., Franklin Lakes, N. J. (Quote, March, p. 
84). 


WPR ON MICROFICHE 


Back issues of Word Processing 
Report, the newsletter for word 
processing executives, are now 
available on microfiche. Each fiche 
contains six months of WPR, 
covering the period from October 
1971 through December 1976. 
Individual volumes cost $15; two 
volumes are $25.00. A complete 
set of 11 volumes is $130. For 
further information, contact Word 
Processing Report/ Microfiche, 51 
Madison Ave., New York 10010. 


A/M’s Line Up 
Of Equipment Features 
for 1977 


During 1977, Administrative 
Management will continue its 
coverage of what’s available in 
the area of vital equipment for 
the office with the “Tools of Ad- 
ministration” feature and other 
systems-oriented articles. 

These articles are designed to 
offer the busy manager-in-charge 
an organized look at what the 
market has to offer for specific 
applications, how the latest tech- 
nological developments will affect 
procedures, as well as a display 
of the newest products in a given 
area. 


JANUARY 
Mechanized Document Filing 
Automated Duplicating Systems 


FEBRUARY 
Offices of the Year 
Collating and Binding Systems 


MARCH 
Electronic Mail 
Intelligent Terminals 


APRIL 
Options in Forms Design 
Photocomposition Equipment 


MAY 

Microfilm and COM 
Temporary Help Services 
JUNE 

Open-Office Furniture; Work 
Stations, Partitions and Screens 
JULY 


Calculators 
PABXs 


AUGUST 
Automated Typing Systems 
Wall Coverings 


SEPTEMBER 
Addressing Techniques 
Duplicators 


OCTOBER 
Dictation Equipment 
Mail Conveyor Systems 


NOVEMBER 
Small Computer Systems 
with Business Applications 


DECEMBER 
Copiers 
Magnetic Media Filing 


DECEMBER 1976 
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